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Conventions Used In This Manual

Every effort has been used to try to make this manual as useful and informative as possible. To accomplish that
goal, several conventions have been used to assist the reader.

Throughout the manual, the terms process and activity are generally used interchangeably.

& Caution These boxes contain warnings about things that MUST checked, or of items

to be aware, before proceeding. In many cases, the advice is to check with the
company C.P.A. or other tax advisor.

b Tlp Tips offer special information, considerations, or other insights when undertaking the
task described.

Hyperlink
A hyperlink is shown with an underline as it is shown by default in the program. Hyperlinks may be found in

screen forms or in screen previews of reports.
Access

Menu access to selected items is shown in the two or three ways available (depending on the item). Here are
examples to access to a functional menu element:

Modular Menu Access
AP | Vendor Types

This represents access to Vendor Types records from the Modular menu, irrespective of Reports Group or List.

Standard Menu Access
List | Vendor Types

This represents access to Vendor Types records from the Standard menu.
Here is an example of access to a report item:

Access to 1099 Report

Module Menu with Reports Group

AP | Reports | 1099 Reports

This represents access to the 1099 Reports from the Module menu with Reports Group

Module Menu with Reports List
AP | 1099 Reports

This represents access to the 1099 Reports from the Module Menu with Reports List
Standard Menu

Reports | Accounts Payable | 1099 Reports

This represents access to the 1099 Reports from the Standard (legacy) menu.

In some instances, individual screen buttons are shown in the text, such as the Magnifying Glass [ icon.
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Section 1 — Menu & Overview

Any accounts payable invoice can be distributed (posted) to as many different general ledger accounts and
jobs as necessary.

All invoices posted to the general ledger are verified; all affected inventory balances and unit costs are
updated.

Checks are printed by selecting the vendor number and specifying the invoice number and selected dates.
Three different manual checks can be processed. AP and Vendor checks are process from AP, and Manual
checks are processed from GL.*

Partial payment can be made on any invoice. Overpayment of an invoice is not possible.

Discounts are taken automatically if payment is made within the designated time. Discounts are normally
computed by percentages, but special discounts can also be entered as dollar amounts.

The Accounts Payable module automatically updates the accounts payable journal, the general ledger, the
financial statements, the vendor ledgers, the cash disbursements journal, the job cost file, the subcontract
file, the inventory file (if applicable) and the vendor history file. The books are always current as of the most
recent invoice entered or paid, if the payment is made with a printed and saved check.

Retention tracking of accounts payable invoices.

1099 tracking of accounts payable vendors allows 1099 forms to be printed and activity to be listed. The
1099 tracking also includes 1099 magnetic media reporting.

An accounts payable aging report by vendor is provided to help determine future cash requirements and to
take maximum advantage of available discounts. These aging reports can also be run for a previous date.
An accounts payable aging report by job is provided to help determine future cash requirements and to take
maximum advantage of available discounts. These aging reports can also be run for a previous date.
Checks used have a standard format and are readily available from a BIS® approved, national vendor of
business and computer forms.

Shipping or mailing labels can be printed for vendors.

BIS” prints or displays:
B Accounts payable journal
B One account, a range of accounts, or the complete accounts

payable ledger, including discounts taken

B The accounts payable aging report
Vendor information
B 1099 forms and listing of activity

*A vendor manual check may be written for an invoice which has been entered through accounts
payable. A vendor manual check may also be written where there is no invoice in the system.
Finally, a regular check may be written to a seller for whom no vendor master record will be
created.

For the remainder of this manual, Accounts Payable may be abbreviated and referred to as AP.

4 Caution System Wide Parameters for the AP modules (and others) are established in

A Caution records for payment terms are first established in Miscellaneous | Payment Terms

Before adding new vendors, please note that it is strongly advisable that the

Administrator | System Wide Parameters | AP.

Before adding new vendors, please note that it is strongly advisable that the master

of the modular menu or from List | Payment Terms in the Standard menu.
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Section 2 — Primary Master Records

Vendors

This section covers two options, "Add Vendor Information" and "Edit Vendor Information". It is usually more
effective to enter all of the vendor information at the same time. However, if some of the information is not
readily available, it can be entered later by selecting from the AP Menu, Vendors. Instructions for changing a
vendor using the option appear at the end of this section.

Modular Menu Access
AP | Vendors

Standard Menu Access
List | Vendors

Main Tab

The Vendors master file records all pertinent information related to vendors. The information recorded on these
tabs is used throughout BIS® whenever a vendor is referenced in transactions or in other master records. The Main
tab records general information about the vendor.

New Record
Initial access to Vendors from the menu opens the Vendors - New form. The form is used to enter new vendor
information. However, access to a new form when another vendor’s record is on the screen only requires pressing
Ctrl+N or using the New [ icon on the toolbar. The system will ask if any changes to the record should be saved.
Figure: AP-1

Vendors - New master

record screen form Main
tab.

=] Vendors - New

[l o=

Main |gefau|t ” Contact ” History ” 1099 H udf || Motes |

Wendor Id |
Wendor Name
Street Address 1

License Mumber
Federal Id Mumber

Street Address 2 |¥#] vendor requires Workers' Comp. Date

Gity W/C Expiration Date i [~]
State @ [#] vendor requires Liability Insurance Date

Zip Code L/1 Expiration Date X |z|
Day Telephone Wendor Status Active |z|
Night Telephone Customer Id

Fax

E-Mail

Cost Code @

|:| Vendor requires Auto Insurance Date

i)

Payment Terms
Auto Insurance Expiration

Editing an Existing Record

Figure: AP-2 s - ==
Accounts Payable, Vendor
Find/Search screen. e =3
Search in Vendor Id E‘
Condition Begin with E‘
Status All E DCasE Sensitive
s Name Status Day Telephone Te{;‘g:gne Fax E-Mail ay  Sate b, *
0101 |cCentral Coast Building Supply |Active |(805)543-7000(( ) - |(805)534-1595|chosio@micsonline. com PismoBeach |CA [33448
0201 |BK Contracting Active (805)543-7000 { ) - (805)534-1595 |jon @bkcontracting. com QOceano CA (93455 | |l
0202 Magel Foundations Active (805)543-7000 ( ) (805)534-1595 jack@nagelfoundatons.com | Arroyo Grande |CA 93420 El
0203 |Yardsee-Jones Landscaping  Active |(805)543-7000|( ) (805)534-1595 | diff@yjlandscaping.com Qceano CA  |93445
0301 |Dry Gulch Concrete Active (805)543-7000 ( ) (805)534-1595 markmonahan @emailstuff.com Santa Maria CA 93448 |
0601 | Gold Coast Framing Active (805)543-7000 { ) (805)534-1595  darson @gcframing.com Atascadero CA 93422
0602  Clagsic Interiors Active (805)543-7000 ( ) - (805)534-1595 projects@dassicinteriors.com |Pismo Beach  |CA 93443
0701 | A1lInsulation Active (805)543-7000 | ) (805)534-1595 San Luis Obispo CA 93401
0702  |Hightop Roofing Active (805)543-7000 ( ) (805)534-1595 peterfranks@freeemail.com  Los Osos CA 93402
0801 Higuerra Glass Active (805)543-7000 { ) (805)534-1595 San Luis Obispo CA 93401
iIU‘I'I 1_lounhs Dzl Artive IRNFIE43-T0N |1 Y fANS1534-1505 SantaMaria  |CA uuq:t 3
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The list of vendors may be examined by clicking on the Magnifying Glass [ icon (at the top of the screen) or
pressing Ctrl+F, and double clicking on the item of interest. Records can be edited by either using the Search
button feature or by using the mouse or cursor keys to select the record to be edited.

Scrolling Through Vendor Records

Users can scroll through the vendor records by using the VCR buttons on the toolbar at the top of the
screen. Clicking on the First li] icon (at the top of the screen) will open the first record of the list according to
Vendor Id. Clicking on the Previous [{]icon (at the top of the screen) will open the immediately previous record
of the list according to Vendor Id. Clicking on the Next 2] icon (at the top of the screen) will open the next record
of the list, according to Vendor Id. Clicking on the Last |#] icon (at the top of the screen) will open the last record

of the list according to Vendor Id.

Figure AP'3 ﬂ Vendor - 0203 - Yardsee-Jones Landscaping EI@
Sample Vendor record i Default Contact History 1099 UDF Notes
for Edltlng' Vendor Id 0203
‘endor Name Yardsee-Jones Landscaping License Number 1000000000013
Street Address 1 5231 28th Street Federal Id Mumber 130100000000
Street Address 2 Wendor requires Workers' Comp, Date
City Oceano W/C Expiration Date 0&/18/YYYY |v
State cA |3 california [+] vendor requires Liability Insurance Date
Zip Code 93445 L/1 Expiration Date 0322/ YVYY |v
Day Telephone (805)543-7000 Vendor Status Active v
Night Telephone I Customer Id
Fax (805)534-1535

E-Mail
Cost Code

Payment Terms
Documents

02300
NET 21

Edit

diff@yilandscaping. com

3, | Landscaping

Q [C]vendor requires Auto Insurance Date
Auto Insurance Expiration I

Cloning an Existing Record

Figure AP-4

Cloned record. Note that
all of the initial fields,
except for the Vendor Id,
match the source record.

1= Vendor - 0203 - Yardsee-Jones Landscaping

{Main ! Default

wendor Id

Wendor Name
Street Address 1
Street Address 2
City

State

Zip Code

Day Telephone
Might Telephone
Fax

E-Mail

Cost Code
Payment Terms

Documents

Contact History 1099 UDF Notes

Yardsee-Jones Landscaping
5231 28th Street

Oceano

CcA |54 | california

93445

{805)543-7000

G

{805)534-1595

diff @yjlandscaping.com

02800 3 || Landscaping
NET 21 =3

1000000000013
Federal Id Number 130100000000
Vendor requires Workers' Comp. Date

W fC Expiration Date 06/18/YYYY |~
Vendor requires Liability Insurance Date

L/I Expiration Date 0322/ YYYY |~
Vendor Status Active -
Customer Id

License Mumber

[1vendor requires Auto Insurance Date
Auto Insurance Expiration I

Once a record is selected, it can be cloned to create a new record, making modifications to the cloned record.
Once the source record is brought to the screen, use the Clone Record &) icon on the toolbar. The system will ask,
“Do you want to clone this record?”” Click on the Yes button to clone it, or click on the No button to leave the
process. Records can be edited as described above. However one difference is that the cloned record will require
anew Vendor Id to be saved as a new record.
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Deleting an Existing Record

Existing records can be deleted, but only if there are no existing transactions or other master records dependent
on the one selected. Once the source record is brought to the screen, use the Delete 1%l icon (at the top of the
screen). The system will ask, “Do you want to delete this record? Click on the Yes button to delete it, or click
on the No button to leave the process.

Save the Changed Record
When the record is complete or satisfactorily edited, either click on the Save [ button on the toolbar or press
Ctrl-S to save the changes.

Vendor Id

Enter the Id to be assigned to the vendor. Any 10-digit alpha or numeric character or combination of both may
be used in the Vendor Id. BIS® checks for number duplication. A warning will appear if the Id has already been
assigned. Please note that the underlined Vendor Id title is a hyperlink field as well as the description of the
information to be entered.

Figure: AP-5 Vendor File
Reports directly accessible
by right-clicking on the
field name hyperlink Vendar Ledger
Accounts Payable Aging

Vendor Labels

Vendor Payments

Vendor Name
Enter the name of the vendor, up to 30 characters.

Street Address 1
Enter the street number and street name of the vendor. This is an alphanumeric field up to 30 characters.

Street Address 2
Enter any secondary address information such as a suite number for the vendor. This is an alphanumeric field up
to 30 characters.

City
Enter the name of the city, up to 30 characters.

State
The two-character state abbreviation may be typed manually or selected from the list of defined state codes. Click
on the Find tool, or the drop down button (whichever is available on the form) to see an extended list of states.

Zip
Enter the postal zip code. The number limited to nine characters and will be formatted automatically as
99999-9999 as the number is entered.

Day Telephone
Enter the day telephone number of the vendor. The number limited to ten digits and will be formatted
automatically as (999) 999-9999 as the number is entered.

Night Telephone
Enter the night telephone number of the vendor. The number limited to ten digits and will be formatted
automatically as (999) 999-9999 as the number is entered.
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Fax
Enter the fax telephone number. The number limited to ten digits and will be formatted automatically as (999)
999-9999 as the number is entered.

E-mail
Enter the e-mail address, an alphanumeric field limited to 35 characters.

Cost Code

Select the default cost code related with the vendors. Cost codes are maintained in the Cost Code Library. Click
the hyperlink to open the Cost Code Library window. The code may be entered manually or by using the Find
tool. Please note that the underlined Cost Code title is a hyperlink field as well as the description of the
information to be entered. Left-clicking on the hyperlink opens the Cost Code Library - New form. Right-clicking
the hyperlink accesses the Cost Code Library report that can be directly opened.

Payment Terms

Select the default payment terms related with the vendors. Click the hyperlink to open the Payment Terms master
record window to add or modify payment terms. The code may be entered manually or by using the Find tool
described above. Please note that the underlined Payment Terms title is a hyperlink field as well as the description
of the information to be entered. Left-clicking on the hyperlink opens the Payment Terms - New form. Right-
clicking the accesses the Payment Terms report that can be directly opened.

License Number
Enter the vendor's license number, an alphanumeric field limited to 13 characters, that is needed for those vendors
who perform subcontract work.

Federal ID Number
Enter the Federal ID number. The number should be the same as the vendor's taxpayer identification number if
the vendor is to receive a 1099 in the alphanumeric field limited to 12 characters.

Vendor Requires Worker’s Comp Date
Check this box for subcontractor’s worker’s compensation insurance expiration date. Once it is checked, BIS®
will warn if the expiration date has passed while entering accounts payable invoices.

Workers Compensation Insurance Date

Enter the worker's compensation insurance expiration date for the vendor. The date will also be included in
vendor subcontract files. BIS” can warn of the expiration date while entering accounts payable invoices. The date
may be typed of entered using the Calendar tool.

Vendor Requires Liability Insurance Date
Check the box for a subcontractor’s liability insurance expiration date. Once it is checked, BIS® will warn of the
expiration date has expired when entering accounts payable invoices.

Liability Insurance Expiration

Enter the liability insurance expiration date for the vendor. The date will also be included in vendor subcontract
files. BIS® can warn if the expiration date has passed when entering accounts payable invoices. The date may be
typed of entered using the Calendar tool.

Vendor Status

Enter the vendor status for the vendor. It provides a selection of status options to choose from. Click on the drop
down control to select either Active or Inactive. Making a vendor inactive prevents any transactions from being
processed for that vendor.
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Vendor Requires Auto Insurance Date
Check the box for a subcontractor’s auto insurance expiration date. Once it is checked, BIS® will warn of the
expiration date has expired when entering accounts payable invoices.

Save the Changed Record

When the record is complete or satisfactorily edited, either click on the Save [ button on the toolbar or press
Ctrl-S to save the changes.
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Default Tab
The Default tab section of the Vendor maintenance form is used for setting up the default values for information
related to the vendor selected.

Figure: AP-6 =4 Vendors - 0101 Central Coast Building Supply [ e ]
Vendor master record

—r= ' . = !
Main | | D t.i| Contact || History || 1099 || Udf || Notes |

sample screen Default tab. | =) ‘ ' e
GL Account 5015 [ ] cost of Contracts-Material
Vendor Type Supplier El

] Union Vendor

[] Minority Owned Business Enterprise

_- omen Owned Business Enterprise

| vendor requires a separate check for each invoice

Edit

GL Account Number

Select a General Ledger Expense, Cost of Goods sold (COGS), Work in Progress (WIP), or Inventory account
number to be associated with the vendor. The account number is recalled when entering purchase orders and
accounts payable invoices. The account may be entered manually or by using the Find tool. The hyperlink leads
to the Chart of Accounts screen form.

Please note that the underlined GL Account title is a hyperlink field as well as the description of the information
to be entered. Right-clicking on the GL Account hyperlink opens a selection of reports that can be directly
accessed.

Vendor Type
Select a Vendor Type to be associated with the vendor. Click on the drop down control to select from a list of

vendor types. Two of the vendor types, Subcontractor and Supplier are preset by the program, and cannot be
deleted. However, left-click the hyperlink to access the Vendor Types - New form to add more vendor types.

Please note that the underlined Vendor Type tittle is a hyperlink field as well as the description of the information
to be entered. Right-clicking on the Vendor Type hyperlink directly accesses the Vendor Types report.

Union Vendor
If the vendor selected is a union vendor, the option should be activated. It is activated when a checkmark appears
in the box. Use the mouse to toggle the checkmark on and off.

Minority Owned Business Enterprise
If the vendor selected is a minority owned business, the option should be activated. It is activated when a
checkmark appears in the box. Use the mouse to toggle the checkmark on and off.

Woman Owned Business Enterprise
If the vendor selected is a woman owned business, the option should be activated. It is activated when a
checkmark appears in the box. Use the mouse to toggle the checkmark on and off.

Vendor requires a separate check for each invoice
If the vendor requires a separate check for each invoice, this option should be activated. It is activated when a
checkmark appears in the box. Use the mouse to toggle the checkmark on and off.
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Save the Changed Record
When the record is complete or satisfactorily edited, either click on the Save [d button on the toolbar or press
Ctrl-S to save the changes.
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Contact Tab

The Contact tab screen form records an unlimited number of contacts for the vendor. The contact name, title,
telephone and fax number, and e-mail address can be entered in the corresponding fields. To enter notes for a
particular contact, click the button in the Notes column to open the screen for notes.

Two buttons on the toolbar are useful when modifying or editing the grid area on a screen form. The Insert Line
icon =] (or Ctrl+I) adds a blank line to the current grid of the form that is open. The Delete Line =tlicon (or Ctrl+)
removes the currently highlighted line from the grid of the open record.

Figure: AP-8 = Vendor - 0101 - Central Coast Building Supply =N =R
Sample Vendor maSter Main Default Contact History 1098 UDF Notes
record screen form : .
Contact Name Title Day Telephone Day Telephone Ext  Night Telephone Mobile Phone A

Contact tab. Luis Trisdale Cwner (805)543-7000 0 - 0 -

Y BiE (= ) - J

| v

I« >

Default Contact | Luis Trisdale ~

Edit

Contact Name
Enter the name of the person contacted at the vendor.

Title
Enter the Contact person's title.

Day Telephone
Enter the day telephone number of the vendor. The number limited to ten digits and will be formatted
automatically as (999) 999-9999 as the number is entered.

Night Telephone
Enter the night telephone number of the vendor. The number limited to ten digits and will be formatted
automatically as (999) 999-9999 as the number is entered.

Fax
Enter the Fax telephone number. The number limited to ten digits and will be formatted automatically as (999)
999-9999 as the number is entered.

E-mail
Enter the electronic mail (e-mail) address.

Notes
The Notes section is a work area for miscellaneous notes and may be used as needed.

Default Contact
Use the drop-down to select the default contact person from the list of contacts.
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Save the Changed Record
When the record is complete or satisfactorily edited, either click on the Save [ button on the toolbar or press
Ctrl-S to save the changes.
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History Tab
The History tab displays accounts payable information to date, and is for reference only.

Figure: AP-9 =] Vendor - 0101 - Central Coast Building Supply =0 =R
Sample vendor master
record screen form History | . i

ate of Last Paymen P.O.

tab' Amount of Last Payment 51050.00

Msin Default Contact |History! 1098 UDF Hotes

Invoices

Payments

Edit

Date of Last Payment
The Date of Last Payment field displays the date of the last payment made to the vendor on file. BIS® enters the
date from the accounts payable checks.

Amount of Last Payment
The Amount of Last Payment field displays the amount of the last payment made to the vendor on file. BIS
enters the amount from the accounts payable checks.

®

P.O. Button
Use the PO button to display a list of purchase orders on file for the selected vendor.

Flgure: AP-IO i?l Purchase Orders for Vendor 0101 = @
Sample vendor master -
. Date P.0O. Number Amount Description Status ~
record screen from History | o T 2.000.00 1
tab, Purchase Orders sub- | Lo 101312 6000 1
| o824y 101314 600.00 1
screen. "|os/raf 101315 2,000.00 1
W w
1< >
Date  [~]al Beginning f! “ Ending 11 w Select Close
Date

Either check the date box to see all purchase orders irrespective of their date, or enter a beginning and ending date
to see a range of purchase orders.

Select Button
After selecting either All or a date range of purchase orders, click on the Select button to list the selection.

Close Button
Click on the Close button to close the purchase order list and return to the History tab.
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Invoices Button
Use the Invoices button to display a list of invoices on file for the selected vendor.

Flgure: AP-11 =4 Invoices for Vendor 0101 = @
sample Vendor maSte_r Invoice Date Invoice # Invoice Amt Amount Paid Purchase Order DiscDate  m
record screen form History | [oioe/ 101538 39,000.00 37050.00] 1000 i
H 01/23/ 101654 29,000.00 2300000 1001 1]
tab, Invoices sub-screen. | - — 3.000.00 0.00 ]
| o203y 55500 6,000.00 0.00 I
] v
K >
Date [/]al  Beginning i v Ending T v Select Close

Date
Either check the date box to see all invoices irrespective of their date, or enter a beginning and ending date to see
a range of invoices.

Select Button
After selecting either All or a date range of invoices, click on the Select button to list the selection.

Close Button
Click on the Close button to close the invoices list and return to the History tab.

Payments Button
Use the Payments button to display a list of payments on file for the selected vendor.

Figure: AP-12 =3 Payments for Vendor 0101 = @
Sa m ple Vendor maSter Check Date Check Number Amount Invoice Mumber Invaice Date 1099 Type A
record screen form B, 10500 15,000.00 | 1015% 0106/
. | |01f24 10502 22,050.00 101538 o1fos/
HIStOI’Y tabl Payments | o1 10502 29,000.00 | 101694 01/23f
sub-screen L
i v
1< >
Date [ al Beginning e v Ending Il v Select Close
Date

Either check the date box to see all payments irrespective of their date, or enter a beginning and ending date to
see a range of invoices.

Select Button
After selecting either All or a date range of payments, click on the Select button to list the selection.

Close Button
Click on the Close button to close the payments list and return to the History tab.
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1099 Tab

The 1099 tab records information that may be used to prepare 1099 forms for the selected vendor.
Figure: AP-13 = Vendor - 0101 - Central Coast Building Supply =N =R
Vendors 1099 tab screen

Main Default Contact History UDF  Motes

form sample.

[IForm 1094 is required for this vendor

1099 Type 1 ~ || 1099-MISC Miscellaneous Income

1099 Payment or Deduction 7 ~ | Nonemployee compensation

1029 Recipient's Name

DBA 'in front of Yendor Name No |w

Taxpayer Identification number {TIN)

Taxpayer Account # (Optional for 1039's)
IRS Country Code

Taxpayer Type EIN-Business or Organization ~

[C]FaTCA fling requirement

Edit

Form 1099 is Required for this Vendor
To track the vendor's activity for purposes of issuing 1099 forms, indicate so by selecting this box. Clear the box
if the vendor is not to receive a 1099 form.

1099 Type
The 1099 Type displays the current vendor's 1099 type and provides a selection of 1099 types from which to
choose. Click on the drop down control to select an option from the list. The available form types are:

Type 1 1099-MISC, Miscellaneous Income
Type 2 1099-DIV, Dividends and Distributions
Type 3 1099-INT, Interest

BIS® will accumulate and print the vendor's payments by these types. A report containing 1099 activity can be
printed in AP reports: 1099 Reports, 1099 Forms, and Magnetic Media.

1099 Payment or Deduction

The 1099 Payment or Deduction displays the type of 1099 payment or deduction associated with the vendor and
provides a selection of 1099 types from which to choose. Click on the drop down control to select an option from
the list.

1099 Recipient's Name
The 1099 Recipient’s Name records the recipient name to appear on the 1099 form, if different from the vendor
name. This is an alphanumeric fields limited to 20 characters.

DBA in Front of Vendor Name

The DBA in Front of Vendor Name allows DBA (Doing Business As) to be printed on the 1099 form in front of
the vendor name. If the 1099 recipient's name is different from the vendor name, select Yes from the drop down
option in the field.

Taxpayer Identification Number (TIN)
The Taxpayer Identification Number (TIN) records the vendor's TIN. This is an alphanumeric field limited to nine
characters.
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Taxpayer Account Number
The Taxpayer Account Number records the taxpayer account number for the vendor, if applicable. This is an
alphanumeric field limited to 20 characters.

IRS Country Code
The IRS Country Code records the IRS country code for the vendor. This is an alphanumeric field limited to two
characters.

Taxpayer Type

The Taxpayer Type displays the current vendor's taxpayer type and provides a selection of taxpayer types from
which to choose. Click on the drop down control to select an option from the list. The available types are
EIN-Business or Organization, SSN-Individual, ITIN-Not eligible to obtain a SSN, and N/A-Not determinable.

FATCA filing requirement
Check this box if the 1099 is subject to the guidelines pertaining to the Foreign Account Tax Compliance Act.

Save the Changed Record
When the record is complete or satisfactorily edited, either click on the Save [ button on the toolbar or press
Ctrl-S to save the changes.
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Udf Tab
This tab will display up to thirteen User Definable Fields that can store additional information in the Sales Person
master record. Click the Define Fields Button to add new fields and manage existing fields.

¥ Tlp The Udf function is generally employed after installation is complete.
Figure: AP-13.1 =4 Vendors - 0101 Central Coast Building Supply (e ]
Vendor master record Udf : ,

Main || Default || contact || History || 1099 | {Udf | otes |
tab screen form sample.

Relationship Status Preferred

fax 2 805-555-1213

Edit

Define Fields Button

User Definable Fields may be added to the Customers, Vendors, Employees, Inventory Items, Worker's Comp.
Classifications, Union, Sales Tax Codes, Salespersons, Jobs, and Equipment master records for customizable data
storage. Up to 13 different fields can be added to each master record. These fields are either character, numeric,
date, or logical in nature to provide the maximum flexibility in creating exactly the type of field needed.

Figure: AP'13.2 ﬂ User Defined Fields for Vendors EI = .
Sample User Deﬁned Field Caption Type Length Dec Display Order =
Fields for Vendors screen Relationship Status c 25 Lo 1]
FAX2 fax 2 C 10 1] 2
form.
4 [* )
New ][t ][ pdete

All pre-existing fields will be listed in the User Defined Fields form. New fields can be created and existing fields
may be edited or deleted from the form. In addition, the order the fields are listed may be adjusted by changing
the Display Order.

Field
This field displays the field name for a User Definable Field that was entered upon creation. Once a field name
assigned, it cannot be altered.

Caption
The Caption field displays the caption that will be shown next to the field on the Udf tab of the associated master
record.

Type
This field displays the letter C (character), N (numeric), D (date), or L (logical) for the field type.
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Length
The Length field displays the maximum number of alphanumeric characters that may be saved within the field.

Decimal
The Decimal field displays the number of decimal places that will be displayed. Only numeric fields have a value
greater than zero.

Display Order

The Display Order field shows the numeric order of the field for the Udf tab of the associated master record. A
“1” designates the field as the first or top field on the tab, while higher numbers indicate a lower placed field on
the tab. The Display Order value may be changed here for reordering purposes.

New
The New button is used to create a new character, numeric, date or logic field for the master file.
Figure: AP - 13.3 "= New Field for MSTVF o] 2 =)
Udf New Field screen _

Field Mame:
form' Caption:

Type: Character |~

Tool Tip Text:

Format:

Length: 10 & [JUse as a Find field to Search In

Decimals: 5 [use as a Report Query field

[Juse itin Report Writer
oK Cancel

Edit

The Edit button is used to alter character, numeric, date or logic fields previously created for the master file. The
fields, Field Name, Caption, Type, Length, and Decimal are the same as those same fields available in the parent
form, shown above.

Figure: AP - 13.4 =1 diting Field [FAX?] in MSTVF =] ® =
Udf Editing Field screen it R
form. Caption: Fax No. 2

Type: Character |~

Tool Tip Text: Enter a second fax number here |

Format: 999-999-9999

Length: 10 [Juse as a Find field to Search In

Ar 4

[Juse as a Report Query field
[Juse itin Report Writer

Dedmals:

oK Cancel

v Tlp The following chart shows the relationship of the available types to the other
controls.

Tool Tip .
Type Text Format Length Decimals

Character || Available |User Defined| Available N/A
Numeric Available |User Defined| Available Available
Date N/A N/A N/A N/A
Logical N/A N/A 1 (Preset) N/A
Email Preset N/A Available N/A
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Tool Tip Text
The Tool Tip Text field allows a tip to be entered that will appear when the user floats the mouse cursor over
the field in the Udf tab screen form.

Figure: AP - 13.5 =7 Vendor - 0101 - Central Coast Building Supply =0 Eeh =
Vendor Udf tab showing oF
TOOl Tlp for the ﬁrst ﬁeld Main Default Contact History 1099 U Motes
entered Relationship Status Preferred
! Fax Mo. 2
Enter a second fax number here.
Edit
Format

The Format field is used to enter a format that will control the appearance of the Udf field. If the format entry is
the letter, a, h, 1, n, u, w, or X, the user’s entry is unchanged. If the format entry is the letter y, the user’s entry is
changed to all capital letters. Using any other letter will cause the user entry in that position of the field entry to
change to that particular letter, number, or character.

i Results for Value
7 t D f Fi tE I
orma escriplion ormat Examp — = s
Converts lowercase letter to uppercase
letters. The quantity of characters that the
! 1 13141 1
h usercanenterina UDF islimited tothe || RELLe L Y I
quantity of Exclamation (1) characters.
# Permits only entry of digits, spaces, and i Hello 12/31/06 == (Overflow)
S il e tho s s =g #eppmse #88 | HelloWord | 12/31/06 | 13579246 245
9 Permits only entry of digits and signs, such 39999 Hello 12/31/06 e (Overflow)
eiA MR =R 9999999999 | Hello Work | 12/31/06 13579246
Display the current digiis grouping, or RIS
separator symbol, as setby the Regional 999,939 Hello 12/31/06 7 (Overflow)
! d L Opti tting in th
s 999999999 | Hello Wor | 12/31/06 13,579,246
Display the currentdigits grouping, or iy
separator symbol, as set by the Regional 999,999 Hello 12/31/06 7 (Overflow)
i d L Opti tting in th
R e e 999,999.999 | Hello Wor | 12/31/06 13,579,246
A Permits alphabetic characters only. AAAAAL Hello 12/31/06 AAAAAA
H Prevents gnlry of norj-.hexade.c_mal symbols. HHHHH Hello 12/31/06
in the specified posifion.
L Permits logical data only. LLLLL Hello 12/31/06 LLLLL
N Permits letters and digits only. NMNNNN Hello 12/31/06 NMNNMNN
Permits alphabetic characters only and
3141
U converts them to uppercase (A-Z). uuuuy HELLO 12/31/06 uuuuu
w F'ermr.tsalphahehc characters only and WIVAWW _ 123106 s i
converts them to Lowercase (a-z).
X Permits any characters. XAXKX Hello 12/31/06 KAXXKX
Permits the letters Y, y, N, and n for the
logical values True (T) and False (F),
Y respectively. Note: If the type value is text, YYYYY HELLO 12/31/06 YYYYY
the value will be converted to uppercase
letiers.
Virtually any character can be used in the TPQQW TPQQhA 12/31/06 TPQQW
format, but its behavior is subject to the
table above. 123TQW 123TQh 12/31/06 123TQW

Figure: Install-404 Data Format Chart. This chart shows the format, description, an example, and

results.




Accounts Payable AP-19

Length
The Length field is used to enter the number of characters of the Udf field.

Decimals
The Decimals field is used to enter the number of decimals of a number field (only) of the Udf field.

Delete
The Delete button is used to remove any previously saved character, numeric, date or logic fields for the master

file.

Close
This button closes the currently opened form and eliminates any data that has been changed since the last save.

Notes Tab
The Notes section is a work area for miscellaneous notes and may be used as needed.

Figure: AP-14 = Vendors - 0101 Central Coast Building Supply [ [ ]
Sample vendor master
record screen form Notes Main || Default || Contact || History || 1023 || udf I Notes |
tab. 1. Long term supplier. <
2. will make express delivery on request.

Edit

Save the Changed Record
When 